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Fairfax, Jessica 

From: Venable-Wapte, Bristow (RD &E) 

Sent: Friday, September 26, 2003 3:23 PM 

To: Hart, Gwendolyn G.; Platteter, Mary S; Sherrill, Bobby E. 

Cc: Fairfax, Jessica 

Subject: Answers to questions raised on Covance 17 
DSS: 

Dear Team; 

Here is the feedback we have received from Covance to address the question regarding postage and what the 
admin/coordinator/supporl person will be doing. Please let me know if you require any additional information to 
release this contract to the vendor for signature. 

Postage : 

The rate quoted has been provided by the US Post Office based on the type of card under discussion. 
These cards have a perforated section, which will be returned to Covance. The initial cost for mailing is 
$0.42 and we will be charged an additional amount for each of the perforated sections returned. The 
return card will utilize a postage-paid number. The amount in the budget is an estimate. Covance will 
bill actual postage incurred for mailing and return of the cards, 

Admin/Coordinato r/S upport: 

The position covers the primary day-to-day coordination of the activities associated with the follow-up 
study and include the following responsibilities. 

• Primary back-up for Project Management activities. 

• Assist the Project Manager with the developmenUdesign of the post card. 

• Facilitate printing and mailing of post cards. 

• Maintain/retrieve database information for mailing. 

• Track mailing schedules to ensure postcards are mailed according to the protocol requirements. 

• Implement follow-up criteria for non-responders and/or postcards returned undeliverable. 

• Oversee call center activities. 

• With the Project Manager, resolve any call center/project issues. 

• Provide day-to-day administrative support for the project. 

• Coordinate communication regarding project status. 

• Participate in regularly scheduled conference calls with Philip Morris. 

The costs include salary, benefits, and vendor mark-up. 

Their calculations were built on the following assumptions; An estimate of 30 hrs/week for 8 weeks for 
Project Set-Up. An estimate of 15 hours/week for 58 weeks for Project Maintenance. (This translates to 
an approximate hourly rate of $6 5/hour. 

M. Bristow Venable-Waple 
Sr. Analyst, Programs <5c Planning 
Worldwide Scientific Affairs 
phone; x45207 
fax: x43489 
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Source: https://www.industrydocuments.ucsf.edu/docs/pfkj0001 




